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Mr. Baird commented on the following items: 

a. During the recent DD/A staff meeting, Mr. Meloon and Mr. Saunders 
made reference to information obtained while overseas concerning 
overseas personnel who have returned to this country on home leave 
and who have been pulled into training by OTR and thereby seriously 
delaying their return to overseas assignments. Mr. Baird requested 
that this item be included on the agenda of the Training Officers 
meeting, Thursday, 14 January 1954. 


b. The Director, Central Intelligence Agency, at a recent DCI staff 
meeting, indicated his annoyance of the time involved for prepara- 
tion of letters for his signature. Mr. Baird directed that staff 
and division chiefs receiving correspondence in the Office of Training 
set up a system whereby deadlines will not be overlooked and papers 
will not be allowed to remain in in-baskets with no action taken 
where action is required. 
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d. DD/A in his recent staff meeting commented on the establishment of 

a half-year budget allocation. This procedure is designed to assist 
in the re-allocation of fluids within the Agency wherever indicated. 

It was stated also that final quarter expenditures could not exceed 
expenditures made in previous quarters by more than 20 per cent. 

e. Petty cash accounts throughout the Agency are subject to unannounced 
audit, and it was stated that personnel responsible for petty cash 
accounts had been summarily dismissed when audits revealed personal 
I.O.U. 's in their petty cash accounts. 

f . The change with respect to the placing of the Personnel Office under 
DD/CI will become effective 18 January 1954-. Mr. Meloon will become Deputy 
Assistant Director for Personnel. 

g. Responsibility for T/o coordination has now been placed un der the 

Management Improvement . Staff , headed by In addition 

the DD/A will retain the responsibility for review and establishment 

of personnel ceilings within various components of the Agency. 

h. D/CI has indicated concern regarding certain members of Congress and 
the tenor of bills affecting CIA which may be introduced during the 
current session. He has directed that members of this Agency studiously 
avoid discussing any member of Congress or any legislation affecting 
CIA. 


Mr. Baird queried those present as to what training is contemplated 
in the preparation of staff studies. C/BTD stated that it is planned 
to include suclyaateria^^^has^Ij^i^onnection with headq uar ters 
action in the represent ing BICI, wa s 

requested to determine what steps are bei^gtaken by^J^BBhnbott 
the basic and intermediate courses. Mr state^th^^HHHHl 
had indicated his interest in conducting a course in English 
Considerable discussion took place concerning the best methods of 
improving English expression and English writing by employees of CIA. 
No definitive conclusions were reached. 

C/BTD was queried concerning his planned meeting with^^^^^^ on 
the subjec^^inclusion of general services functions in the basic 
program, ^^^^^^^^■stated that he would definitely see MrF 
this 
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k. Chief, Management Training Division, brieflyoutlined the content of the 
Management Training Course presented during the past week. 

He also passed out memoranda assigning various personnel in the Office 
of Training to the Human Resources Program to be presented during the 
latter part of January and early parr of February. 
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